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CHAPTER I 
INTRODUCTION 
Limitations of Study and Method of Procedure 
Tnis study, with its accompanying survey is not intended to be 
a compilation of visual aids, althougn a few suggested ones are listed 
to illustrate the various ones av ailable as well as some of the sources 
for obtaiuing them. Many complete li stings of v i sual aids are available, 
sucn as Bernard P. Bragg ' s 1959 Masters thesis, entitled A udi o-Visual 
Aids and Dev ices for Use in Teaching Bookkeep i ng. Some ex cellent 
li stings from textbook and film-producing companies may also be had on 
request. 
This paper is intended rather to present some suggestions in the 
use of visual aids, to discuss the needs and problems inv olved in  their 
use, and to present the results of a surv ey conducted to detennine th e 
extent that v isual aids are being used in Illinoi s. This paper, then, 
by no means attempts to cover all the problems inherent in the subject. 
To attempt to do so would be a momentous task in v iew of the continually 
changi ng materials flowing into the field and the many indiv idual teachers 
who are involved. It is hoped that the suggesti ons and informati on 
contained within this paper will inspire continued research into the 
problems involved in the use of visual aids, and that it will be of some 
v alue to those who should read it. 
2 
Ne e d  for Study 
The real ne ed for a s tudy o f  this nature i s  not always apparent 
unti l a survey of  some sort has been made to de termine the prob lems and 
current si tuation s urrounding the s ubject under s t udy. This was very 
t rue with res pect to this paper as wi l l  be  made more c lear in the 
s e ction dealing w ith the s urvey result s . In g eneral, the need seems to 
lie in the problems of  1) better understanding on the part of the 
t eacne r  as to the va lue o f  using visual aids, 2) t raining the teache rs 
to use the aids e f fectively ,  3) es tab lishing a regul ar p rogram o f  
acqu iring new material ,  and 4) set ting up e f fective visua l  aids centers 
t o  s ecure and/or us e the aids for the t eacher s . These prob lem areas 
may not be apparent , as was s tated above , until a survey such as thi s  
i s  made which shows that real prob lem s  do exist i n  these  areas , and that 
the s o lut ion of them would mean bet ter and more e ffective teaching with 
p e ri1aps l e s s  e ffort on the part of the te ach er. Char les Robinson has 
s t ated that: 
Audio-Visual instruction is actua l ly a method de signed, 
in e f fe ct , to aid in the p res entation of mat e ria ls for a 
subje ct so that it may be  unders tood . Aids are not in them­
s e lv e s  ins tructional--they are actual ly s upp l ements to 
comprehensive ins t ruction . They wi l l  never rep lace good 
t echnique s or tne mas ter t eache r . The value of aids , as 
aids , has been app laude d and approved count l e s s  times. The 
value of a teaching aid, however, extends only as far as the 
use to which i t  is  put . I f  it i s  int e l ligent ly and properly 
uti liz e d ,  it wi l l  more than p rove i t s  worthi U s ed haphazardly 
and di sconce rting ly ,  it is a was te o f  time . 
1 
Charles R obinson , ''The U s e  o f  Audio-Visual Aids , 11 The C le rical 
Program in Busine s s  Education (New Jersey: Somerset Pre s s, 1959), p .  295. 
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Need for Visual Aid s  and Devices 
Few t e ache r s  are skil l ful eno ugh t o  de scr ibe an object oral ly so 
t hat al l the st uden t s  wil l l1ave the same strong ment al p ic t ur e  o f  the 
obje c t . Conse quently most t e ache r s  are cont inually looking for different 
and improved me thods to make their t e ach ing mor e  e ff ic ient and bene f i-
c ial . V isual aid s can give t he t e ac he r  v ar io us dev ic e s  which, i f  used 
skil l f ul ly , can he lp to mot iv ate and enrich le arning e xp e r ie nce s .  
Underst anding o f  abstr act p r in c ip le s  and b e t t e r  know ledge o f  sp ec ific 
phase s o f  a cour se are mo re at t ain ab le if v isual aids are used p roper ly . 
Vic t o r  Coles, in Monogr ap i1 66, said : 
From al l side s t he r e  is p re ssure from the p ub l ic t o  
speed up o ur e ducational p rocedures.  Moderu soc ie t y  i s  
demanding p ro o f  o f  t he v al ue o f  it s inve stment in educat ion , 
and conse quent ly e ducators have not only origil1at ed and 
deve loped many new and st art l ing typ e s  o f  organizat ion, b ut 
t hey h ave also int roduced newe r  educat ion al me t nods t o  
sat isfy t he se demands. 2 
Th us the t e ache r  must convey to the st udent s cert ain knowledge and 
in formation in the sho r t e st po ssib le t ime and in accordance with accepted 
p r in c ip le s  of learning. Teaching aids are prac t ical ly indispensab le in 
ac comp lish ing t his . They wil l not rep lace the t e ache r ,  b ut they wil l 
make the teach ing job e asie r ,  and can re sult in more le arning on the par t  
o f  t h e  st udent s. The aids are intende d to supp l ement t he t e ache r's 
inst r uct ion, and th us, to be bene fic ial, they must corre late direct ly 
in type and cont ent with the mat e r ial unde r  st udy . 
2Victor Coles, 11The Place o f  A udit o ry and Visual Aids in B usiness 
E d ucat ion)0 Auditory and Visual Aids in B usiness E d ucat ion . Monogr aph 
66 ( Cincinnat i: South-We ste rn Pub lishing Comp any, 1947 ), p .  3. 
4 
Many t extbooks writ t e n  by spe c ialist s are pract ic al ly incomp r e -
h en sibl e  to some students.  I t  is al so very diffic ul t  for a t extbook t o  
b e  writ t en e qual ly we l l  for p up il s  in al l p arts o f  the country . The 
v o c abulary , content , sty l e  of writing, and the app l icat ions c annot suit 
al l student s  e qual ly we l l , for t hey have varying b ackgrounds and 
d i f ferent leve l s  o f  mat urity and inte l ligence . One o f  the ch ie f  sources 
o f  mat e r ials for supplementing t extboo ks is v isual aids and devices. 
Many difficult conc epts and entr ie s  in bookkee p ing could be 
c le ared up quickly by showing v arious examp l e s  o f  th e p r incip l e s  whil e 
t he t e acher talks about them. T his wil l be e xp anded in connec t ion with 
spe cific aids lat e r  in t h is p ap e r . 
I f  proper ly use d ,  ma�y aids c an save t ime in t e aching . For examp le , 
c e r t ain phase s might be under stood in a moment if the studen t s  could see 
a d iagram or a p ict ure o f  the app l ic at ion o f  t h e  work , whe re as o r al 
d e sc r ip t ion might re quire a who le c l ass p e r iod for re al comprehension 
and st il l not present t he mat e r ial so th at al l t he st udents wou l d  h ave 
an accur at e  ide a  o f  the p ar t icular ph ase . 
Opportun it ie s  for se l f- ac t ivity ar ise when the student s oper at e  the 
aid s  t h e mse lve s, and imaginat ion and in itiat ive are deve loped whe n  
student s make proje c t s  such a s  graphs or diagrams. 
J. Virgil Her r ing, in a magaz ine artic l e ,  st at e s: 
Cert ain h igh schoo l textbooks we re found t o  be more 
read ily comprehended by st udent s than were othe r s, but no 
t extbook was found to be se l f- t e ac hing t o  the extent t h at 
addit ional exp lanat ions and illust r at io11s by t he t e acher 
could be e l iminat ed . Business t e r ms and wor d s  used in 
bookkee ping prob lems ,  wh ich should make them more me aning­
ful , were found to be sources of difficulty t o  many student s 
in the successful so lut ion o f  the problems. Te ache r s  need 
t o  be aware of the v ocabulary burden of the t e xt b ook used 
in the ir c lasses and to make spe c i f ic e f for t s  to increase 
the student 's knowledge of bookkee ping t e rminol ogy . 3 
Re lat e d  Mater ial 
The great amount of profe ssional l it e rature in t he fie ld of 
b u sine ss deal ing with the prob l e ms of using v isual a id s  would sugge st 
t hat busine ss teache r s  are becom ing increasingly inte r e sted in using 
v isual aids. Thi s int e r e st is e spe c ia l ly t rue wit h r e spe ct t o  b ook-
ke e ping as indicated by t ne increasing numb e r  of proje c t s  and studies 
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that have b e e n  com ple t ed and are current ly unde r study deal ing with aid s  
a n d  dev ices spe c i fical ly r e lat e d  t o  t ne t eaching o f  b ookke e ping . 
One such study i s  Bernard P. Bragg's t he si s  ent it led Aud io-V i sua l 
A i d s  and Dev ices !£!. Use in Teach ing B ookke e ping. Th i s  study, conducted 
f or h i s  mast e r 's the si s  in 19 59 , c ont ains a l ist ing of all of the 
various type s  of visual aids and mate r ia l s  ava ilab le for t each ing b ook-
keeping . Another study , ent it led Rec ommended Aids !£!. The Bookkeep in g  
T e ache r  b y  Har old Cart e r  Lowe , was completed i n  19 55 as his maste r 's 
project and was a l so designed t o  dev e l op a source of t each ing aids for 
t he h igh school bookkee ping t eache r . Many simi lar stud ies and surveys 
are a lso under way as indicated in the curr ent magaz ine s for business 
t e achers. 
3J. Virgil He rring , "Research Find ings 
Ach iev e ment in Bookkee ping and Account ing," 
19 53), 31 . 
Re lat ive t o  S tudent s' 
UBEA Forum, VIII (Oc t ob e r , 
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Current Trends W ith Respect t o  the Use of V is ua l  Aids and Dev ices 
Many t extbook compan ies are taking an increas ing interest in th e 
f ie l d  o f  v i sual mater ials. S outh-West ern Pub l ish ing Company has 
p ub l ished s everal monographs on v isual a ids to he lp teachers locat e aids 
wh ich wi l l  supp lement the bookkeep ing textbooks . McGraw-H i l l  Book 
Company has p roduced a number of films t r ip s  on var ious top ics in book­
keep ing. Busine s s  Educat ion Visua l  Aids also has a s e r ie s  o f  f i lmst r ip s  
on bookkeep ing . 
Many other compan ies , such as the Nat ional Cash Register Company , 
Internat ional Bus ine s s  Mach ine s Corporat ion , and Remingt on Rand , Inc. , 
have produced var ious mat e r ia l s  that the bookkeep in g t eacher wi l l  find 
he lp ful in teach ing bookkeep ing. The Bureau of Internal Revenue has a 
s e t  o f  five chart s to he lp the teachers answer the income tax que st ions 
o f  the student s. The Char les  Be s e ler  Company has produced a "Vu-Graph 
Bookkeep ing Visua l  Aid Kitn wh ich contains bookkeep ing t ransparencies 
t o  use with the overh ead projector . There are many sets of  charts 
ava ilab le ,  a l s o ,  from such compan ies as the George F. Cram Company and 
the D .  c. Heath Company wh ich are very h e lp ful to the bookkeep ing t eacher . 
S l ide s ,  posters , booklet s ,  pamph lets  and leaflets of a l l  sor t s  are 
ava i lab le from many compan ies wh ich can do a great deal to make the 
b ookkeep ing cours e  more interes t in g .  
The many teacher convent ions and ins t itut e s  have a lso s e en more 
and more s e s s ions on the use of aud io-v isual mater ial . Inte rest and 
att endance at the s e  sess ions indicate the growing des ire o f  teache rs 
t o  le arn more about the a ids avai lab l e  and how they may be used mos t  
effect ive ly . 
To emphasize this point, S ands, in a school achninistration te:x:t-
book says: 
During the last thirty years there has been a growing 
recognition of the v alue of audio-visual material in class­
room instruction. The adoption of sensory materials in the 
training programs of W orld W ar II focused attention on these 
materials so that school boards are now far more wil ling to 
grant money for instrtnnents and materials of an audio-visual 
nature. 4 
S pecific S uggestions for Using V isual A ids 
The following suggestions are offered by Charles Robinson5 in 
using v isual aids: 
S election of Aid: 
l. To what extent will the aid meet the educational 
purpose for which it is designed? 
2 .  Is the material o f  the aid authentic and technically 
correct? Is it " dated" ? Will a less expensiv e  model 
serve the same purpose? 
7 
3 .  Does the aid meet the age and experience level of the 
students? Can they use it effectiv el y? Can they 
benefit from its operating parts as well as its content? 
4 .  Is the aid free from objectionable material, adv ertising , 
or propaganda? Does it have g ood recommendations? Is 
it from a reliable manufacturer? 
5. Does the aid suggest new approaches, implications, or 
applications of the subject under study? 
6 .  Is the aid well constructed, durable, and accompanied 
by a guarantee? Can replacement and repairs be easily 
made? 
7. Is there any possibility of danger in student use? 
8. Are teaching g uides and a full set of instructions 
included? 
9 .  Is the size of the aid conv enient for use? 
Function of Aid: 
l. S erve to introduce topics. 
2 .  A rouse enthusiasm. 
4Lester B. S ands, John T. W ahlquist, and others, The Administration 
of P ublic E ducation (New York: The Ronald Press Co. , 19 52) , pp. 344-34 5 . 
5Robinson, op. cit. , pp. 296 -29 8. 
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3 .  S t imulate thought . 
4 .  Supp lement exp lanation. 
5. Provoke d iscus sion. 
6 .  Review and Stmmlarize top ics . 
App licat ion o f  Aid: 
A. Se lecting the Material. 
1 .  use great care in examin ing the materia l s  for 
pos sib le use, keep ing in mind the needs o f  the group, 
the p urpose it is to satis fy ,  and the information 
you wi sh to dis sem inate . 
2. Mat erials must be accurate in content, log i cal in 
presentat ion, and e ducat i ona l ly valuable. 
3 .  The se lected aid should do the job better  than any­
thing e l s e  avai lab l e . 
B. Pres ent ing tbe Mate rial. 
1. I f  pos s ib le, hav:e a student operat e the a id .  I f  the 
type of aid perm its, have a committee of  s t udents 
present and int erpret the mate r ial. 
2. Che ck on seat ing arrangement, light ing, and vent i la­
t ion. 
c. Following-up the Mate rial. 
1 .  The aid should be fo l lowed by act ivi t ie s  to h e lp 
further achiev e the purposes of the les son . The s e  
might take shape i n  the form o f: 
a .  General group discuss ion, in wh ich prov is ion 
should be made to c lari fy po ints not unde rstood, 
correct fa lse impres sions, answer pert inent 
que s tions, and pe rhaps correct e rrors. 
b. Comnittee project s, in which di fferent groups 
w i l l  pre s ent fo l low up material via projects o f  
various sort s . 
c. Central group projects such as fie l d  trips or 
dramat izations . 
2 .  I f  nece s sary, a t e s t  sho uld b e  given t o  determine how 
many were reached by the a id .  I f  the s t udent has 
not learned, the aid has had no e ffect--the ins tructor 
has not t aught . 
There are many exce l lent books avai lab le describing the many types 
of  v isua l  aids that can be us ed with specific ins tructions on the 
op erat ion of each one. Thes e  books w i l l  lis t various sources for obtain-
ing v is ual material s  and o ffer sugge s tions fo r the us e o f  the mat e r ials . 
Three s uch books are: 1) Audio-V isual Ma terials , Their Nature and �' 
by Walter Arno Wittich and Charl e s  Francis S chul ler; 2) Visua l  �' 
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Their Construction and Use, by Gilbert G .  Weaver and Elroy W .  Bollinger; 
and 3) Preparation and Use of Audio-Visual �, by Kenneth B .  Haas 
and Harry Q .  Packer . More specific material concerning audio visual 
aids for use in teaching bookkeeping can be obtained from such groups 
as the National Education Association . 
Summary 
While a great variety of audio-visual aids and devices have been 
developed, and are ever being improved, it appears that there is still 
n eed for further development of appropriate materials specifically 
related to individual subjects . Teachers are continually seeking new 
and improved ways of presenting material for more effective learning. 
The professional literature related to the use of audio-visual aids and 
devices would seem to indicate this trend . This study is an attempt to 
detennine the extent and variety of aids being used in our high schools 
in Illinois today . 
CHAPTE R II\ 
DISCUSSI ON OF SPE CIFI C  AIDS 
Motion Picture F ilms 
Films are valuab le in p resenting non- technical phases of a subject 
to p ersons who are not exp erts in th e field, namely the pupils. They 
can add realism to the p resentation of any subject matter which will 
strength en imp ressions. They can increase interest b y  h elping th e pup ils 
see the practical app lications of b ookkeep ing. They can also serve as 
a sub stitute for field trip s when field trip s are not p ossible b ecause 
of the time element. Films can also b e  used ef fectively f or review, to 
improve remedial work, or to p resent or summarize various b ookkeeping 
topics. J. Marsh all Hanna1 offers th e following suggestions in using 
films: 
1 .  E stablish a card file on films. ( Preview of films b efore 
u se is desirable if th ey are to b e  effective. )  
2 .  Ob serv e  sound p rinciples of film projection. 
a .  Screen and p rojector ready b efore class. 
b .  Ch airs p rop erly arranged so all can see. 
c. Ch eck room ventilation. 
d. Prop erly arrange screen, sp eaker, and electric 
cords for least disturb ance and b est viewing . 
3. Train a student to op erate the p rojector. 
4 .  Plan th e discussion period. 
5. Make full use of instructional guide sheets. 
1 1. Marsh all Hanna, "Methods of Teaching Bookkeeping, 5: Put F ilms 
to W ork in Y our Bookkeepin g Cl asses!," Business Education World, XX.XII 
( F eb ruary , 19 52) , 29 0 .  
6 .  Repeat sh owing of films- - if desirable. 
7. Build a b ookkeeping film library for your sch ool. 
1 1  
Th e number of worth - wh ile films related to b ookkeeping is constant­
ly increasing, and will continue to do so as more teachers use them, 
thus increasing th e d emand. P robably the chief criticism of films b y  
most teachers is th at many films are too outdated to b e  useful.  This 
is a p oint for renting films rather than buy ing them, but this will 
depend mainly on the extent of m;e. 
F ilmstrips 
Filmstrip s can be used effectiv ely to increase student interest 
b y  showing th em th e p ractical app lications of b ookkeeping , as a review 
lesson, as supp lementary work on the b asic skills, or to p resent and 
sununarize new top ics. F ilmstrip s, just as slides, can b e  made by  the 
t each er or even th e class as a p roject without requiring a great deal 
of technical skill. Many excellent filmstrip s are av ailab le to b e  
p urchased or rented, but sometimes the h omemade ones will be more 
effective, as they depict the material in situations that are well k nown 
to the students. Filmstrip s are easy to use, require little storage 
space, are comp arativ ely inexpensive if wise shopp ing is employed, and 
av ailable from many sources. The main adv antage of filmstrip s over 
motion p icture films is th at they can b e  stopped and h eld on one frame 
for as long as desired for concentrated study. 
Slides 
Slides, used with a slide p rojector, serv e  in many ways. They may 
b e  used to attract attention, arouse interest, supp lement the lesson, 
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review, introduce the next lesson, and facilitate participation of the 
students. A perma,1ent library may be developed from actual class 
activities, such as slides taken of a field trip. These slides may then 
be used again as a follow-up for the same class, or as a substitute 
for succeeding classes. The teacher, or stude11t who operates the 
machine, must be certain that slides are placed in the machine correctly, 
as any distraction such as a picture upside down will draw the attention 
of the class away from the subject being studied. All slides should be 
used with a particular purpose in mind, and should be correlated with 
the material being studied as well as with other instructional aids in 
ti1e room, such as the bulletia board. Professioually-made slides are 
available from several sources. If possible, nowever, slides made in 
the local community and classroom should be used, as they are often 
more effective for the local circumstances. 
Opaque Projector 
The main advantage of this aid is that pictures from textbooks, 
magazines, and otner bulky sources can be projected for group observa­
tion without removal from the source. Small charts and diagrams can 
be projected on a light surface in a semi-darkened room for very 
effective illustration of particular journals or even the whole book­
keeping cycle. The opaque projector can also be used by the teacher to 
prepare her own charts by projecting one from a textbook onto a large 
sheet of white paper and t racing along the lines. It is also very 
effective in showing materials brought to class by the pupils either 
from their home or acquired on a field trip. 
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Overnead Transparencies 
The O'Yerhead projector has the advantage of allowing the teacher 
to sit in the front of the room while pointing out the items he wishes 
to stress and still face the class . It may be used in a semi-darkened 
room, but it does have the disadvantage that the material which is to 
be projected must be converted to transparencies . This may be overcome 
by obtaining a kit of bookkeeping transparencies, such as the one 
produced by the Charles Beseler Company, which covers every phase of 
the bookkeeping cycle . Additional transparencies may be made by the 
teacher with a little practice . 
Bulletin Board 
The versatility of the bulletin board is almost unlimited . Various 
types of objects found in everyday experiences outside of the classroom, 
such as bank statements, social security cards aad receipts, financial 
statements of banks and companies, cancelled c;iecks, and many other 
items can be used as an interest-building stimulus for the students . 
They should be encouraged to participate by bringing these items to 
class themselves . The bulletin board may be used in many ways, but 
perhaps it is used to tile greatest advantage as a follow-up device, 
especially following blackboard demonstrations . It is also very useful 
as a supplement to the text and to material under study . In many cases 
once the material under study has been introduced a�d discussed, the 
illustrations and additional material can then be placed on the 
bulletin board for additional development and study . Most experts 
agree that a bulletin board is most effective when used to arouse 
interest, develop efficiency, and to follow-up blackboard work . 
When using the bulletin board, it is important to place the 
material at eye level, use color to attract tne eye, and not to leave 
the material up too long before changing . W .  J. Wagoner 2 offers five 
main objectives in using bulletin boards: 
1. Mot iv at ion . 
2. Illustration . 
3 .  Supplementation . 
4. Presentation of vocational information . 
5.  Relation to other subjects in the curriculmn . 
Some good suggestions for the teacher concerning the use of 
3 bulletin boards are offered by Haas and Packer: 
1. Collect suitable illustrations for instructional 
projects or problems . 
2. Classify and file material for use at the right time . 
Be alert for new materials and do not hesitate to discard 
the old ones . 
3 .  Select illustrations pertaining to the specific subject 
or area under consideration . 
4. Arrange illustrations on bulletin boards in an interesting 
manner . 
5. Prepare a title and brief description . 
6. Use color harmony and balance . 
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2w. J. Wagoner, 11Walls Can Teach Bookkeeping, Too,11 UBEA Formn, 
III ( December, 1948), 12. 
3Kenneth B .  Haas, and Harry Q .  Packer, Preparation and Use of 
Audio-Visual Aids ( New York: Prentice-Hall, Inc . ,  1955),--p: 169.� 
7 .  Exhibit or refer to bulletin board . 
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8 .  Encourage students to observe and contribute to the bulletin 
board . 
Charts 
Charts are both effective and efficient, and in many cases they 
present the material more completely than any other means . Many 
excellent charts are available which illustrate the complete bookkeeping 
cycle . Important aspects or points on the chart should be pointed out 
to the students . Charts can be used in many ways, such as showing 
the relationships between records and various steps in the bookkeeping 
cycle, or tracing the sources of data for business statements, Most 
charts are in color, which is eye catching and often more effective in 
presenting the material . 
Charts differ from posters in that a chart usually presents a 
cycle or series of procedures in color where posters usually emphasize 
a single idea in a simple manner . Diagrams are very similar to charts, 
as they also present a cycle or outline, but the diagrams are usually 
in black and white rather than color . 
Posters 
Posters are important in that they have an instant appeal, 
emphasize a single, main idea, and can give some understanding from a 
distance . There are a number of ways that they may be used in a 
classroom . They can illustrate a procedure or relationship to some 
principle, create interest, sununarize material, or just "dress-up" the 
classroom . The main function of the poster should be to crystallize 
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c lass thinking and learning . In mo s t  cas es  the b e s t  posters are those 
which are home-made, as th ey can be  more specifica l ly re lated to the 
particular materia l under study than most o f  t ile ones on the market . 
I n  g ene ra l, posters should be c l ear and fo rceful, we l l  designe d but 
s imp le with a direct message, timely and colorful, and use ful with 
r espect t o  other institutional aids .4 
B lackboard 
The b lackboard is almos t  indispensab le in presenting many topics 
in bookkeeping . It can be us ed a lmost every day for an i l lus t ration 
o f  som e  kind . For convenience, one s ection o f  the b lackboard can b e  
p ennanent ly ruled i n  journal, ledger, o r  other needed fo rm s . This wi l l  
s ave a great deal of time when demonst rations o f  the bookkeeping cy cle, 
the workshe e t, or various entries are neede d .  Various chart s, or 
diagrams, can also be  reproduced from books o r  p e rio dicals  to advantage . 
The use  o f  colored chalk take s fu l l  advantage o f  using th e b lackboard 
to i l lus trat e the various proc edure s o ften con fusing to the s tudent s. 
Som e  pointers for using the b lackboard as s uggested by Haas and Packe rs 
are: 
1 .  Don't crowd the b lackboard . 
2 .  Make wording simp le .  
3 .  P l an layout ahead o f  time . 
4 . Co l lect everything yo u wil l  ne ed . 
4 
b' 0 R o  inson, £!:· .s!:l·> p. 3 7 .  
5 Haas and Packer, �· cit ., p .  165. 
5. Ch eck lighti ng. 
6.  Use colored ch alk for emphasi s. 
7. Print and draw on large scale. 
8 .  Keep blackboard clean. 
9 .  Erase all unrelated material. 
10.  Prepare comp li cated illustrations b eforeh and. 
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J. Marshall Hanna6 offers five q uestions with sugg ested answers 
concerning demonstration techniques using the blackb oard: 
l. nAre your demonstrations p lanned so that the key p oi nt 
stands out?" The teach er Should h ave only one key p oint, 
as the i ssue or major p oi nt is often lost to th e students 
when so many p oints are incorp orated. 
2 .  " Can every student see and h ear the demonstrations?" The 
teach er sh ould ch eck all p arts of th e room for light glare 
on th e b oard wh i ch would ob scure the view of a student; 
make sure that it is wash ed freq uently; use y ellow chalk, 
i f  available, to improve vi sab ility; write h igh enough on 
th e board so the students in the rear of the room can see; 
and avoi d obscuring th e b oard wh en writing. 
3 .  " Do y ou review and summa rize the k ey p oints of the 
demonstration?" Th e teach er sh ould review and sunnnarize 
all p oi nts. 
4. " Are your demonstrati ons p lanned so th at they can b e  
comp leted with i n  th e p eriod?" The teach er should b e  
organi zed, and attemp t to complete th e demonstration with in 
th e peri od. Using the students to p ut th e material on the 
board may b e  h elp ful i n  some cases. 
5. " Do you use student demonstrations effectively ?" Th e 
demonstrati on sh ould b e  well-p lanned, correct, si mple 
6 
enough for most students to understand, allow for questions, 
and summarized at the end. 
J. Marsh all Hanna, 1'Methods of Teach ing Bookkeeping , 3: Th e Use 
Of Blackboard Demonstrations,u Business Education W orld, XXXII (Decemb er, 
1 9 51 ) ,  1 85- 186 . 
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Field Trips 
Field trips are important because they permit the pupils to 
experience through direct observation real-life situations where actual 
bookkeeping procedures are used. They will give the pupils a greater 
understanding of business standards which cannot be gained from the 
textbook alone. Many pupils need to be shown that the principles taught 
in school are actually put into practice, in a variety of ways, in 
business. This is often the stimulus needed to inspire the lazy or 
unconcerned pupil. The effectiveness of field trips depends on the 
preliminary planning and the division of responsibility. The trip must 
be well planned with the purpose and desired outcomes clearly in mind. 
It might also be suggested that the teacher keep a file on local 
businesses with the name of the person to contact, features to be 
observed, questions pupils usually ask, and a sunnnary of previous trips.7 
There are many excellent field trips that may be used in bookkeeping, 
but it must be noted that they can be over-used. 8 Helen Green offers 
some excellent suggestions and check lists to follow in using field 
trips: 
1. Why have field trips? 
a. Field trips motivate learning. 
b. They are an enriching experience, they supplement, 
complement, and vitalize classroom learning, rather 
than compete with it. 
c. They help bridge the gap between school and connnunity. 
7 J. Marshall Hanna, nMethods of Teaching Bookkeeping, 4: Using 
The Connnunity as a Laboratory," Business Education World, XXXII 
(January, 1952), 229. 
8Helen Hinkson Green, Activities Handbook for Business Teachers 
(New York: Gregg Publishing Company, 1958), pp. 233-239. 
d. They make learning a firsthand experience rather than 
secondhand as it is from books. 
e. They help develop desirable character traits, such as 
ability to cooperate. 
f. They induce students to plan, to undertake, and to 
evaluate. 
g. They help make learning fun. 
h. They satisfy the natural itch of students to be going 
places and doing things. 
i. They help bring about a change in perspective. 
j . They are a means of reconciling the student's viewpoint 
with life. 
k. They make conunonplace things and places uncommon because 
of increased knowledge concerning them. 
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2. Difficulties encountered in field trips. 
a. Lack of adequate time. 
b. Lack of knowledge and know-how on the part of the teacher 
concerning how to conduct field trips. 
c. Unconvinced administration and conununity as to the value 
of field trips. 
d. Nonconformist student, who does not want to go or who is 
not allowed to go along. 
e. Lack of cooperation on part of other faculty members whose 
classes are disrupted because of absent students. 
f. Lack of adequate finances for trip. 
g. Transportation difficulties. 
h. Safety-accident hazards. 
i. Lack of worthwhile processes and places to observe. 
j .  Lack of adequate planning. 
k. Lack of previous training resulting in poor planning and 
cooperation on the part of the students. 
3 .  Before the trip. 
a. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 
4. On 
a. 
b. 
c. 
d. 
Decide the purpose of the trip. 
Secure permission to take the trip. 
Make arrangements for the trip--getting assistance from 
the parents and administration if necessary, and getting 
"release from responsibility" slips signed by parents. 
Check the details of the trip, including costs of 
transportation, if any. 
Formulate the rules for the trip. 
Discuss mechanics of the trip. 
Discuss what to look for and see. 
Have a briefing session or "dry run'' of the trip if 
necessary. 
the trip. 
Make a last minute check-up on personnel and materials. 
See that notes and pictures desired may be procured. 
Make a point to check attendance after every stop. 
See that adequate rest and eating stops are taken. 
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5 .  Following the trip . 
a .  Have class discussion . 
b. Write thank-you's . 
c .  Pay the bills. 
d .  Evaluate the trip including suggestions for improvements 
for future trips. 
e. Relate the trips contribution to other work . 
If all of the above suggestions have been followed, the teacher 
is practically assured of a successful extracurricular activity. The 
amount of success will depend on the planning, ability, and patience 
of the teacher . 
Diagrams 
Diagrams, being similar to charts, are also effective and efficient 
not only in terms of time saved, but in their ability to present a 
complete story, often without any explanation, Diagrams can also be 
used in tracing the bookkeeping cycle, and to show the relationships 
between the various records. Many excellent diagrams are also available 
for use by the b6okkeeping teacher. 
cartoons 
Cartoons tell a story through pictures, and in many cases can be 
much.more powerful and clear than any direct statement or blackboard 
illustration. Edgar Dale states that: "The best cartoons make their 
point instantaneously--or perhaps we should say, 'show' their point 
instantaneously ."9 At the present time, there are not very many first-
rate cartoons available, but as shown by the survey in the next chapter, 
9Edgar Dale, Audio-Visual Methods in Teaching (New York: The 
Dryden Press, 1946) , p. 269. 
t he r ather w ide use o f  the m sho ul d  r e sult in more becoming av ai lable 
to f i l l  t he inc r e asing demand. 
Puzz l e s  and Scramble grams 
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F o r  t h e  most p art , p uzzle s  and scramble grams sho uld not be used 
v e ry o ft en, but they c an make the learn ing jo b e asie r in some c ase s as 
we l l  as be ing more st imulat ing for the st udent s. The y w i l l  prov ide an 
int e r e st ing ch al lenge for mo st o f  the st udent s, e sp e c ial ly wh i l e  
reviewing bookkeep ing t e r ms. It i s  al so a ve ry goo d  me ans o f  v arying 
t he usual t e ach ing procedure e i ther just be fo r e  o r  just after a long 
v ac at ion such as at Ch r i stmas. There are not very many p uzz le s  or 
scr amble gr ams av ai labl e ,  but Lie re so urc e f ul t e ac he r  sho uld not have 
any t r o uble in prep ar ing a few of her own . 
Demonst rat ions- -Dramat i z at ions 
It is almo st impossible t o  present any boo kkeep ing p rocedure 
witho ut some demonst rat ion , whet he r  at the bl ac kbo ar d , using act ual 
forms such as chec ks or var ious st ate ment s, or using a ch art or d i agram. 
In most case s, more th an one demonstr at ion w i l l  be valuable or nec e s sary . 
In some sit uat ions, the student s sho uld also p ar t ic ip ate for more 
e f fect ive l e arnin g .  
D ramat iz at ions, although usual ly assoc iat e d  mor e  with e l e ment ary 
p up i ls, c an be very e f fect iv e  when st udy ing some t hing like the discount ing 
o f  a not e ,  or t he progress o f  a chec k  from i t s  o r i g in to its re t urn from 
the bank. S t udent s  are t hus able to assoc iat e  themse lve s  in the c l ass­
room with re al l i fe sit uat ions .  It wi l l  probably be ne ce ss ary to 
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e mphasize the ser io usness o f  the situat ion, as using th i s  t e chnique 
o ft e n  r e sult s  i n  the st ude nt s' becoming a l it t le l e ss ser ious about 
the ir work. In some c lasse s th is t e ch nique just canno t  b e  use d  e ffec ­
t ively. It has been sugge st ed by Hanna 1 0  that th is method can be 
e ffect ive i n  wor ki ng pract ice set s  with several students working o n  a 
set together as part icular employee s  o f  the company with spe c ific job s  
t o  do . 
10 
J. Mar sh a l l  Ha nna, '11'1et hods o f  Teach i ng Bookkee pi ng, 2: The Use s 
o f  C lassroom Dramat izat io n , n  Business Educat ion Wor ld ,  XX.XII (Novembe r ,  
1951)' 137-138. 
CHAPTER I II 
ORGANIZAT ION OF DATA FURNISHED BY QUESTIONNAIRE 
Introduction 
This survey questionnaire was mailed to 2 10 high school teachers 
selected through a sampling process using every third teacher listed in 
the 19 6 0  edition of the Directory of the Illinois Schools, Supplement--
1 1  lino is se'condary Teachers . Only four high schools in Chicago proper 
were chosen, as the author felt that using more than this would place 
too much emphasis on this specific area . There are approximately 7 00 
h schools listed in the catalog, but not all of them offer book-
keeping, so the 2 1 0  schools represent about one-third of the listed high 
schools in Illinois that do offer bookkeeping. Statistically speaking, 
this is a fairly large sample considering the size of the universe . 
A total of 149 questionnaires were returned completed . The 149 
questionnaires represent almost one-fourth of the high schools in the 
state . Thus they should contain information that is very representative 
of the present situation throughout the state . The 149 returned 
questionnaires yielded a 70 . 9 5  per cent return on the 2 1 0  letters 
mailed out . 
The returned questionnaires were divided into three groups for 
tabulating purposes . The groups were determined by size of school as 
either Small High Schools (enrollment less than 300 pupils) ,  Medium­
size High Schools (enrollment from 300 to 599 pupils) ,  or Large High 
Schools (enrollment over 600 pupils). These arbitrary divisions were 
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established merely to aid in the comparison of tne results. Using this 
breakdown, there are 8 1  schools in the Small High Schools group, 28 
schools in the Medium-size High Schools group, and 40 schools in the 
Large High Schools group. Samples of the letter and the questionnaire 
may be found following the bibliography of this paper. 
Method of Procedure 
1 .  A preliminary study was made to determine the various aids and 
questions to be used in such a survey. This was accomplished by 
reading through several audio-visual books, magazines, and a 
master's thesis concerning this topic. 
2 .  The size of the sample was determined. The size of the sample was 
based on the number of schools that would be needed to give a 
fair indication of t'.1e situation ti1roughout the state. 
3 .  The procedure to be followed in the selection of the mailing list 
was determined. The teachers were selected at random using every 
third high school. This method, it seemed, would provide an 
adequate sample while holding down the costs. 
4 .  A copy of the 19 6 0  Directory of the Illinois Schools, Supplement-­
Illinois Secondary Teachers was obtained. This was used to 
obtain the necessary addresses. 
5 .  The questionnaire was tested. The survey questionnaire was given 
to eight teachers in schools near Eastern to .determine the 
effectiveness of the questions. The results showed that revisions 
were necessary in a few questions. 
6 .  The questionnaire was refined, envelopes were addressed, and mailed 
to selected teachers. 
7 .  Results were tabulated on charts, totaled, and analyzed. The 
results were broken down into three groups in the analysis for 
comparison purposes. The groups were determined by size of school. 
8 .  Tables and written report concerning the results were prepared. 
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Results of Survey 
General Inf ormation 
Th e first th ree tables contain g eneral inf ormation concerning 
the schools participating in the survey . Most of th e inf ormation in 
these tables is self- explanatory. It i s  significant to notice th at, 
as expected , L1e larger schools have more pupils in business subjects. 
However, many of the large sch ools reported that there is a tendency 
f or guidance d epartments to discourage pupils from taking business 
subjects if th ey expect to go to college. This is resulting in a drop 
in the number of pupils taking bookkeeping , especially in th e large 
h schools. At th e present time, as may be seen in Table I, most of 
th e sch ools of f er only two semesters of bookkeeping. 
TABLE I 
SEME STERS OF BOOKKEE PING OFFERE D 
Number Reporti<1g by Siz e of School 
Number Small Medium Large 
of Semesters ( 0- 2 99) ( 300-59 9 )  ( 600+) Total 
One 1 1 1 3 
Two 79 26 26 1 3 1  
Th ree 0 0 1 1 
r'our 1 1 1 1  1 3  
Five 0 0 1 1 
Totals 81  28  40 1 49 
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TABLE II 
APPROXIMATE NUMBER OF PUPILS ENROLLED IN ALL BUSINESS SUBJECTS 
Number Reporting by Size of School 
Number Small Medium Large 
of Pupils (0-29 9)  (300-599) (600+) Total 
0-49 10 0 0 10 
50-99 39 0 0 39 
100-149 22 6 0 28 
150-19 9 5 3 1 9 
200-249 0 10 4 14 
250-299 0 1 2 3 
300-349 0 1 3 4 
350-399 0 1 1 3  14 
400-9 99 0 0 5 5 
1000- 1800 0 0 4 4 
Totals 76 22 32 1 30 
27 
TABLE III 
APPR OXIMATE NUMBER OF PUPILS ENROLLE D IN ALL BOOKKEEPING CLASSE S 
Number Re porting by Size of Sch ool 
Number Small Mediu m  Large 
of Pupils ( 0 - 29 9 ) ( 300-59 9 )  (600+) Total 
0 - 2 4  48 1 0 49 
2 5- 49 29 1 3  7 49 
50- 7 4  2 1 1  5 18  
7 5-99  0 0 1 2  1 2  
1 0 0- 1 2 4  0 0 5 5 
1 25- 149 0 0 2 2 
1 50- 1 7 4  0 0 4 4 
1 7 5- 20 0  0 0 5 5 
Totals 79 2 5  40 1 44 
Pr ocurement and Operation of Aids 
Th e data in Table IV shows th at the larger sci1ools h ave separate 
d epartments to secure the d esired aids, while in tite small sct10ols th e 
teach er must obtain h er own aids. This would seem to h av e  a great d eal 
of  influence on th e teacher's d esire to use visual aids. If we also 
consider Table V, wh ich illustrates th at th e teach er in th e small s chool 
not only h as to secure most of i1er aids but h as to use them too, the 
influence would seem to increase in significance. This is especially 
true with respect to aids that are d if ficult to use or obtain and that 
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can only be had for a st1ort period of time. The teacher just simply 
does not have the time to take care of all this herself. 
It is quite possible, in answering the question asked to secure 
ti1e information in Table V, that the teacher indicated that students 
operate the aids when she really meant that student members of a visual 
aids club operate the aids. However, the possibility of the few cases 
of this did not affect the main trend as shown by the table. 
Means 
Separate Dept. 
Procures Aids 
Teacher 
Procures Aids 
One Teacher 
Acting as a 
Director 
Totals 
TABLE IV 
PROCURING THE VISUAL AIDS 
Number Reporting by Size of School 
Small 
( 0-299 ) 
5 
72 
3 
80 
Medium 
( 300-59 9 )  
7* 
1 8  
1 
26 
Large 
( 6 00+) 
33 
6 
1 
40 
Total 
45 
9 6  
5 
1 46 
*One reported as a combination of Separate Dept. and Teacher. 
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TABLE V 
OPERATION OF AIDS 
Number Reporting by Size of School 
Means 
Small 
( 0-299 )  
Medium 
{300-599 )  
Large 
( 6 0 0+) Total 
Teacher 
Operates 54 2 1  1 8  9 3  
Students 
Operate 2 1  4* 11 36 
Student 
Club 0 0 8 8 
Totals 7 5  2 5  37 1 37 
*One reported as a combination of Teacher and Students. 
Training of Teachers 
It may be seen from Table VI that only a little over one-third 
of all of the teachers answering the survey have received any formal 
training in using visual aids. If the results from Table VIII are 
added to Table VI, the data still show that only about 67 per cent of 
those replying have received any training at all. This may be one of 
the main factors in the apparent unconcerned attitude and the lack of 
knowledge of the benefits of using visual aids on the part of so many 
t eachers. This is made even more apparent in Tables XII and xv. Table 
VII shows the amount of formal training received in college. The 
greatest number of responses was "one semester. 
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TABLE VI 
FORMAL INSTRUCTION IN USING VISUAL AIDS IN COLLEGE 
Nlllllber Reporting by Size of School 
Small Medium Large Per Cent of 
Response ( 0-299 ) ( 300-59 9 )  (6 00+)  Total Total Returns 
Yes 29 9 2 1  59 39 . 8% 
No 5 2  1 7  2 0  89 6 0 . 2% 
TABLE VII 
AMOUNT OF FORMAL TRAINING RECEIVED IN COLLEGE IN USE OF VISUAL AIDS 
Number Reporting by Size of School 
Small Medium Large 
Amount ( 0-29 9 )  ( 300-59 9 )  ( 600+ ) Total 
One Semester 16 7 13  36  
One Year 1 0 3 4 
One Quarter 5 1 2 8 
Methods Course 7 1 1 9 
Six Weeks Course 0 0 1 1 
Two Weeks 
Special Course 0 0 1 1 
Totals 29 9 2 1  59 
3 1  
TABLE VIII 
INFORMAL TRAINING IN USING VISUAL AIDS 
Number Reporting by Size of School 
Response 
Yes 
No 
Small 
( 0- 29 9 )  
2 3  
3 0  
Medium 
(300-59 9 )  
9 
7 
Large 
( 6 00+) 
8 
1 2  
Total 
40 
49 
Per Cent of 
Total Returns 
44.9% 
55 . 1% 
(Total "yes" responses for informal and formal training was 9 9  out of 
148 or 6 7% of the returned questionnaires. ) 
Table IX lists the various types of informal training reported 
by the teachers. A few of the means listed might be considered as formal. 
However, the length of time involved in most cases would not allow for 
adequate training in the best uses of the aids or the full benefits to 
be gained from using them. 
TABLE IX 
TYPES OF INFORMAL TRAINING RECEIVED 
Source 
Other Teachers 
Institutes and Teacher Meetings 
Graduate Courses--Instructors 
Worked in Visual Aids Club 
Head of Visual Aids Department 
Practice Teaching 
Principal 
Military Service 
Company Representative Demonstration 
Private Instruction 
Total 
Number Responding 
10 
9 
5 
4 
3 
3 
2 
2 
1 
1 
40 
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Advantages and Disadvantages of Use of Visual Aids 
Tables X and XI, dealing with the advantages and disadvantages of 
using visual aids, may be L1terpreted in at least three different ways. 
First, the three different sized schools may be considered separately to 
determine the particular advantage or disadvantage receiving the most 
first-choice responses. Doing this, the Small High Schools and the 
Medium-size High Schools in Table X indicate that t11e chief advantage is 
11Attracts attention and arouses interest . "  
The main disadvantage for all the schools appears to be ''Material 
too difficult to secure at desired th.es . "  But it is also important to 
note the total number of responses received by each advantage or 
disadvantage .  Looking at the Small High Schools in Table X again, it may 
be seen that the advantage 11Adds realism to learning situation" received 
about the same number of total responses as did "Attracts attention and 
arouses interest11 although it did not receive nearly as many first 
choice responses. 
The third interpretation involves a comparison of the responses 
for the different sized schools. It will be noted that while the corre­
lation between the three different sized schools appears to be very close, 
tne Large High Schools gave t1,e advantage "Supplements instruct ion" 
more first place responses than nAttracts attention and arouses interest.11 
It will be noted in Table XI that the Large High Schools almost 
ignored the disadvantage :'Material is too expensive . "  The Small and 
Medium-size Schools, however, ranked this disadvantage rather high. 
This would seem to indicate tbat the large schools have more money 
TABLE X 
ADVANTAGES OF USING VISUAL AIDS 
Number of Responses Ranked in Order from First ( 1) to Third (3) Choice. 
Sma 1 1  Schoo ls Medium Schools Large Schools 
Advantage ( 1) ( 2 )  (3) Total ( 1) ( 2 ) (3) Total ( 1 ) ( 2) (3) Total 
Presents difficult material better 1 1  1 1  7 29 4 2 2 8 6 8 1 15 
Tests student understanding 0 1 1 2 0 0 0 0 0 0 1 1 
Presents unfamiliar material in a 
more precise manner 6 9 8 23 4 5 1 1 0  5 4 8 17 
Attracts attention and arouses interest 2 7  2 0  1 1  5 8  8 2 5 15 9 5 1 2  26 
Review of material covered in class 2 7 1 2  2 1  1 1 5 7 4 3 5 1 2  
Adds realism to learning situation 2 0  2 2  15 5 7  5 1 0  4 19 3 1 2  4 19 
S upplements instruction 12 7 2 1  40 4 5 9 18 1 2  7 6 25 
Variety of Procedure 0 1 1 2 0 1 0 1 0 0 0 0 
w 
w 
TABLE XI 
DISADVANTAGES OF USING V ISUAL AIDS 
Number of Response s Ranked in Order from First ( 1 ) to Third ( 3 )  Choice. 
Small Schools Medium School s Large Schools 
Disadvantage ( 1 ) ( 2) ( 3 ) Total ( 1)  (2)  (3)  Total ( 1 ) ( 2) ( 3 ) Total 
Time Consuming 13  6 1 1  3 0  3 4 3 1 0  3 6 6 15 
Lack of inte rest 1 0 1 2 1 1 2 4 0 0 0 0 
Mate rial is too old 8 12 8 23 2 2 3 7 6 9 5 20 
Equipme nt is too old 1 1 8 1 0  0 0 2 2 0 1 0 1 
Mate rial does not appl y  
to subj e ct under study 6 6 7 19 0 3 1 4 4 5 4 13  
Material too difficult to 
obtain at desired time s 26 22 5 5 3  1 3  3 2 1 8  2 0  2 4 26 
Lighting and ve ntilation 
poor for conce ntration 4 4 6 14 0 2 1 3 0 2 1 3 
E4 uipme nt too difficult to 
schedule at desired times 7 1 1  10 28 2 5 1 8 3 5 3 1 1  
Material is too expe nsive 9 1 1  1 2  3 2  3 2 4 9 0 0 4 4 
Not available 0 0 0 0 0 0 0 0 1 1 0 2 
Spe cial dark room too 
difficult to schedule 0 1 1 2 0 0 0 0 0 0 0 0 w � 
av ailable to pur chase equi pment. Th e disadvantage 1 1Equ ipment is too 
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o ld11 r eceiv ed only one response from th e lar ge sch ools. If th ese two 
di sadv antages ar e then consi dered together, it i;vould seem to substan­
ti ate the idea th at th e teaci1er s in the lar ge sch ools hav e  much better 
equipment and thus better opp ortunities to use tne aids to fullest 
adv antage. 
Regardless of which means of analysis is used in examining th e 
r esults o f  Table X, th e mai n point is to notice the r anking of advantages 
th at teach ers h av e  found in usin g visual ai ds. It is also impor tant 
to note th e r anking of pr oblems faced by teachers in Table XI, wh ich 
li s ts th e disadvantages. The r esults seem to indicate th at better aids 
ar e needed, and th at special depar tments are needed in all sch ools to 
h andle the pr oblems of secur ing, distr i buting and instructing. 
E ffect of Availability on Use 
Table X II i ndi cates th at teachers app ear to be u sing visu al aids 
more. This is p r obably because of in creased exp osure to ai ds at teach er 
i nstitutes and the greater amount of material being publish ed concern­
ing visual aids today . Table X III indicates a seemingly increased 
interest i n  using visual aids, not only on th e par t of th e teachers, but 
fr om th e admini stration as well. Th e small sch ools ar e lagging behind 
but th i s  may well be because of th e lack of funds exper ienced by many 
small sch ools. The r esults in these tables seem to follow ver y  closely 
with the observation made earlier th at th e lar ge s chools apparently 
h av e  mor e money, thus mor e equipment. For that reason th e aids are u sed 
more. 
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TABLE XII 
USE OF VISUAL AIDS BY TEACHERS SINCE BEGINNING TEACHING 
Number Reporting by Size of School 
Small Medium Large 
(0-299 )  (300-59 9)  (600+) All 
Per Per Per Per 
Response No . cent No. cent No . cent No . cent 
use Aids More 26 35 . l 15 60 . 0  12 30 . 0  53 3 8 . 1 
Use Aids Less 17 2 3 . 0  4 1 6 . 0  1 2  30 . 0  3 3  23 . 8  
About the Same 3 1  41 . 9  6 24 . 0  1 6  40 . 0  53 38. 1 
TABLE XIII 
MORE AIDS AVAILABLE FOR TEACHERS' USE 
(Based on question of whether more aids have been made available by school . )  
Response 
Yes 
No 
Small 
(0-299)  
Per 
No. cent 
36 46 . 8  
4 1  53 . 2  
Number Reporting 
Medium 
(300-59 9) 
Per 
No . cent 
18 6 6 . 7  
9 3 3 . 3  
by Size of S chool 
Large 
(600+) 
Per 
No . cent 
26 65 . 0 
14 35 . 0  
All 
Per 
No . cent 
80 54 . 8  
64 45 . 2  
3 7  
Table XIV also shows a promis ing trend as to the interest in 
using visual aids by all parties concerned. It does indicate, however, 
that apparently there is still need for more understanding of the 
benefits of visual aids, since over one-third of the respondents report 
no program of replacement at all. 
TABLE XIV 
REPLACEMENT AND PURCHASE OF NEW EQUIPMENI' AND MATERIALS BY THE SCHOOL 
Nmnber Reporting by Size of School 
Small Medium Large 
( 0- 29 9 )  ( 300 -599 ) (600�)  All 
Per Per Per Per 
Response No. cent No. cent No. cent No. cent 
Yearly Program ll 28 . 2  6 33 . 3  13 39 . 4  30 3 3 . 3  
Every Two Years 0 1 5 . 6  2 6 . 1  3 3 . 3  
When Needed 28 7 1 . 8  ll 6 1 . 1  18 54 . 5  5 7  6 3 . 4  
Total 39 50 . 0  18 69 . 2  3 3  82 . 5  9 0  6 2 . 5  
No Program 39 so . a  8 30 . 8  7 1 7 . 5  54 3 7 . 5  
Amount of Use of Specific Aids 
Table XV shows the nmnber of teachers who use each of the listed 
aids and the number of schools having each aid. Table XV also shows 
the percentage of teachers wh o use each aid. This table permits us to 
compare the extent of use of each aid by size of school. It should be 
noted that the teachers in the large schools, in most cases, appear to 
TABLE XV 
VISUAL AIDS USED IN THE INSTRUCTION OF BOOKKEEPING 
Nl.Ullber Used, Nl.Ullber Available, and Per Cent Used 
Small Schools ;t.f.edil.Ull Schools Large Schools All 
Per Per Per Per 
No. No. Cent No. No. cent No. No. cent No. No. cent 
Aid Used Avail. Used Used Avail . Used Used Avail. Used Used Avail. Used 
Motion Picture 
Proj ector (Movies) 36 7 7  46 . 8  9 26 34 . 6  22 40 55 . 0  67  143 46 . 9  
Filmstrip Proj ector 
(Filmstrips) 23 73 3 1 . 5  1 2  24 50 . 0  1 8  3 7  48 . 6  53  134 39 . 6  
Slide Proj ector 
(Slides) 5 42 1 1 . 9  4 20 20 . 0  5 31  16  . 1  14 9 3  15 . 1  
Opaque Proj ector 5 30 16 . 7  7 13  5 3 . 8  8 20 40 . 0  20 63 3 1 .  7 
Overhead Proj ector 0 3 - - - - 2 2 100 . 0  7 1 7  4 1 . 2  9 22 40 . 9  
Bulletin Board 69 7 8  88 . 5  2 2  2 5  88 . 0  36 39 9 2 . 3  1 27 142 89 . 4  
Charts 42 55 7 6 . 4  15 20 7 5 . 0  28 33 84 . 8  85 108 7 8 . 7 
Posters 36 52 69 . 2  15 20 7 5 . 0  26 30 86 . 7  7 7  1 02 7 5 . 5  
Blackboard 7 5  79 94 . 9  25 25 1 00 . 0  37  40 9 2 . 5  137 144 9 5 . 1  
Field Trips 18 44 40 . 9  5 1 2  4 1 . 7 1 2  26 46 . 2  35  8 2  42 . 7  
Diagrams 27 35  7 7  . 1  9 10 9 0 . 0  19 2 1  9 0 . 5  55 66 83 . 3 w 
co 
Cartoons 18 27 66 . 7  5 1 1  45 . 5  1 1  16 68 . 8  34 54 6 3 . 0  
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use more of t he a ids t han e it her of t he o t he r  two group s .  This may b e  
a t t r i butab le to t he re su l t s  i n  Table I V  on page 28 and Tab le V on 
p age 29 which indi cat e d  t hat t he large sc hoo l s  usua l ly have separate 
department s  t o  secure and show t he a i ds. T he large schoo l s  usua l l y  can 
a f fo r d  more and newe r e qu ipment .  
Sp e c i f i c  use o f  Aids 
Tab le XVI present s t he various reasons why t each e r s  use each o f  
t he v i sual a i ds l iste d .  The answer ,  "Supplement s inst ruct ion, n  rece ive d 
t h e  most r e sp on se s  for e l even o f  t he twe lve a i ds l iste d. T he e xce p t ion 
was t he blackboard, with t he reason , "Pre sen t s  t he mat e r ial b e t te r , " 
r e ce iving twice a s  many r e sponse s  as HSup p l emen t s  inst ruct ion . "  
T he data in Table XV II seem to in dicate t hat t he most common 
spe c i fic use o f  t he a i ds i s  "Supp lementary to t he unit . 1 1 T hi s  a l so 
r e ce ive d t he most r e spon se s  for e leven o f  t he twe lve a i ds. T he black­
board was l ikewise t he except ion in this case , with t he reason, 
1 1 Int r o ductory dev ice , "  rece iv ing more than twice as many re sponse s a s  
nsupp lementary to t he un it . ! ! 
It i s  important to p o int out t hat several o f  t he ret urne d 
quest ionna ires ha d more t han one reason or use indicated.  Thi s i s  qu ite 
e asy to unde r stan d ,  as most o f  the a ids can be u se d  t o  sat isfy any o f  
the possible answers and p ro bably are u se d  by most t ea cher s  in more than 
one way or for seve ral reasons. However , t he t rends indicate d  by t he 
t a ble s  seem rat he r  de f in ite and t he few r e sponding w i t h  mor e  t han one 
answer would seem to have l it t le e f fect on t he r e su l t s .  
Aid 
Motion Pict ure 
Pro jector 
(Movies) 
Filmstrip 
Pro jector 
(Fi lmstrips) 
Slide Pro jector 
(S lides) 
Opaque Proj ector 
Overhead 
Proj ector 
Bul letin 
Board 
Charts 
Posters 
Blackboard 
Fiel d  Trips 
Diagrams 
Cartoons 
TABLE XVI 
REASONS FOR USING SPECIFIC AIDS 
Presents 
the 
material 
better 
12 
14 
3 
10 
4 
27 
28 
1 5  
9 0  
7 
23  
4 
Number of Responses 
Supplements 
instruction 
50 
35 
10 
9 
4 
85 
48 
55 
45 
26 
25 
17 
Fil ls in 
Time 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
40 
Interesting 
method-­
creates 
interest 
0 
0 
0 
0 
0 
4 
0 
4 
0 
l 
1 
10 
4 1  
TABLE XVII 
SPEC IFIC US E O F  EACH AID 
NlDilber of Responses 
Summar i-
Introduc- zation Supple- Occupation-
tory or mentary al 
Aid device climax to un it information 
Mot ion Picture 
Pro j ector 
(Mov ies) 16 1 1  3 4  1 
Filmstrip 
Proj ector 
(Filmstrips) 12 1 7  18  0 
Slide Proj ector 
(Slides) 2 4 6 0 
Opaque Projector 1 3 1 5  0 
overhead Proj ector 2 2 4 0 
Bulletin Board 3 7  1 7  48 7 
Charts 30 14 3 3  1 
Posters 15 12 36 6 
Blackboard 84 12 38 1 
Diagrams 16 3 24 1 
Cartoons 3 3 1 7  3 
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Average Usage and Rating 
Table XVII I  presents the average usage of each aid .  The results 
seem quite favorable for most of the non-projected aids, such as the 
blackboard, the bulletin board, and charts . However, the proj ected aids, 
espec ially the overhead and the opaque projectors, wh ich are cons idered 
valuable in the instruction of bookkeeping, apparently are not used 
extens ively or at least often enough to realize the ir true value . It is 
possible to overuse the projected aids, but the results of this study 
seem to indicate not only infrequent use but also that very few teachers 
use them at all . This may mean that the teacher does not have the aid, 
does not like the aid, has not learned to use the aid, or has not 
learned the benefits of the a id .  Whatever the reason or reasons, the 
results seem to show that more information on v isual aids still needs to 
be made available to teachers . 
Table XIX, which shows the teacher's ratings of each aid , indicates 
that most teachers feel the aids have a very def inite value and a 
place in teachin g .  Since this is the case, perhaps the fact that the 
aids are not being used extensively is explained by the assumption that 
the teacher does not know the ways to use the aids most effectively . 
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TAB LE XVIII 
AVER.AGE USAGE OF EACH A ID 
Number of Responses 
Twice Once Every Once Twice Once 
Every a a two a a a 
Aid day week week weeks month year year 
Motion 
Picture 
Projector 
(Movies) 0 0 1 8 24 26 2 
Filmstrip 
Proj ector 
{Filmstrips) 0 0 2 6 18 19 2 
Slide 
Proj ector 
{Slides) 0 0 0 4 5 2 1 
Opaque 
Proj ector 0 2 0 5 6 5 1 
Overhead 
Proj ector 1 0 0 3 1 2 0 
Bulletin 
Board 3 2  6 23 22 3 1  0 0 
Charts 14 7 1 1  16 14 5 1 
Posters 1 3  1 10 10 23 7 1 
Blackboard 120 9 2 0 1 0 0 
Diagrams 1 7  6 8 5 1 1  0 0 
Cartoons 4 1 3 2 19 0 3 
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TABLE X IX 
TEACHER ' S R ATINGS OF AIDS 
Number of Responses 
V ery O f  lit t l e  
Beneficial Beneficial val ue 
Per Per Per Tot al 
Ai d No. cent No. cent No. cent No. 
Mot ion 
P icture 
P roj ector 
(Movies) 1 2  17 . 9  48 7 1 . 6  7 1 0 . S  ( 6  7 ) 
Fil mstrip 
P roj ector 
( F ilmstrips) 1 5  29 . 4  34 6 6 . 7  2 3 . 9  ( 5 1 ) 
Slide 
P roj ector 
( Slides) 2 15 . l� 10 7 6 . 9  1 7 . 7  ( 13 )  
Opaque 
P roj ect or 7 33 . 3  1 3  6 1 . 9  1 4 . 8  ( 2 1)  
Overh ead 
P roj ector 4 44 . 4  5 5 5 . 6  0 ( 9 )  
Bul l et in 
Board 30 25 . 2  7 7  6 4 . 7  1 2  10 . 1  ( 119 ) 
Chart s 26 3 2 . 9  5 2  6 5 . 8  l 1 . 3  ( 79 ) 
P ost ers 1 0  1 3 .  7 so 6 8 . 5  1 3  17 . 8  ( 7 3) 
Black board 1 29 9 2 . 8  10 7 . 2 0 ( 139 ) 
Diagrams 25 49 . o  24 47 . 1  2 3 . 9  ( 5 1 ) 
cartoon s 3 9 . 1  19 57 . 6  1 1  33 . 3  ( 33 )  
CHAPTER IV 
SUMMARY , CONCLUS IONS , AND RECOMME NDAT IONS 
Surmaary 
The ove r -a l l  r e s u l t s  o f  t [1e s urvey appear to po int up the fact 
t h at a s ub s t ant ia l numb e r  o f  bus ine s s  te ache r s  are rea l iz ing the va l ue s  
o f  v is ua l  a ids and t hat t h ey are us ing them .  V i sual a ids can p lay a 
very imp o r t ant ro le in the ins t ruct ion o f  b ookke e p ing i f  the t eacher i s  
aware o f  t he uses and the capab i l i t ies o f  each a i d . 
The large h igh s choo l s  appear to have a11 edge ove r  sma l ler s choo ls , 
p e rhap s be caus e they have more money with wh ich t o  b uy mat e r ia l s  ( in 
mo s t  cas e s ) ,  and more teache r s  t o  demand and use the a ids . Thus , t t i. e  
l arge s choo l s  s e em to be ab le t o  operate a program mo re e f fect iv e l y . 
Yet the sma l l  s cho o l s  can ove rcome t he i r  prob lems in s everal way s . Many 
sma l l e r  schoo l s  are now ope rat ing on a county bas i s  in s e cur ing and 
d is t r ibut ing v i s ua l  a ids . Ti1 i s  a l l ows more us e o f  each aid and a l s o  
e s tab l i s h e s  a center to t ake care o f  o b t a i n ing t he a ids f o r  the teach e r s . 
Ano t her method is to us e some o f  t h e  a ids in b o t h  the h igh s chool and 
the grade s choo l ( s ) . Th is method at t emp t s  t o  accomp l is h  the s ame o b j ec­
t ives as the count y s y s t em .  
Teach e r s  are rea l iz ing that our mo dern s o c i e t y  demands that t h e 
p up i l s  be taught t he mos t ,  in the b e s t  mann er pos s ib le ,  in the leas t 
amoun t o f  c la s s  t ime . V i s ual aids are do ing a great deal to a id t eachers 
in ac comp l ish ing t he d e s ired a ims of educat ion . 
Conclusions 
1 .  There is a strong need for more training of teachers in the 
benefits of visual aids as well as in their use. 
2 .  The lack of up-to-date material and the expense involved 
mitigate the use of proj ected aids. 
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3 .  Many teachers are not yet aware of the values of using visual 
aids. More information is needed in this area. 
4 .  Many teachers still feel that visual aids are "too much 
trouble" and too distracting. In many cases, where the teacher must 
use old outdated aids, this is true. This idea has apparently prevented 
some teachers from trying any new materials or aids. 
5 .  The overhead proj ector, a very useful aid in bookkeeping, was 
available in only two of the 149 schools answering the questionnaire. 
This may be because of the lack of information concerning this aid, or 
because of the lack of material currently being published to use with it. 
6 .  The teachers have declared many different purposes and 
advantages in using visual aids. This is testimony to the many values 
that the aids have in teaching bookkeeping. 
Reconunendat ions 
1 .  Each high school should establish a program of instruction in 
using visual aids for the teachers. 
2 .  Schools should establish a separate department or an individual 
( depending on size of school and need) to secure, distribute, instruct, 
and, where necessary, to use tl:1e aids. In some cases, this might be 
accomp l ished bes t  by us ing one teacher as an adv is o r  for a s t udent 
Visua l  Aids Club . 
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3 .  The schoo l should deve lop a re gular program of rep lacement 
and procureme nt of new v isua l  aids . F i les  on the aids might be kep t  
with such informat ion a s  date purchase d ,  maintenance work require d ,  and 
company from whom p urchas ed . 
4 .  More informat ion should be made ava ilabl e  to teachers 
exp laining the ful l  bene fits o f  the var ious a ids . 
S .  More coordinat ion and unders tand ing is needed be tween gu idance 
counselors and bus ines s  teact1e rs in dete rmining the p lace o f  bookke e p ing. 
This  is a s ide iss ue with tnis pape r ,  but it is very imp ortant and was 
no ted on many o f  the returned quest ionnaires . 
6 .  Further st udy should b e  made in this area t o  det ermine the 
specific use or ro le that eaCil aid can p lay in tne teach ing o f  the 
var ious phas es of bookke ep ing . The results of suci1 a s t udy wou ld be 
mo s t  help ful to beginn ing teachers and older teache rs not fami l iar with 
the  values and us e s  of v is ual aids . 
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APPEND DCES 
APPEND IX A 
AVAILABLE MATE RIAL 
( Brie f List i ng) 
Source s of Films and Filmst rips 
5 2  
Free mate rial, e ither li st ings of films and filmst rips av ailable 
or t he spe cific booklet me nt i oned will be se nt t o  any t e ache r  free on 
reque st . 
Educat ional F i lm Guide 
The H. W. Wilson Company 
Ne w Y ork, New York 
F ilms for Busine ss and Indust ry 
McGraw Hill Publish ing Company 
Ne w Y ork, Ne w Y ork 
F i lm Cat alog, Visu al Aids Se rvice 
D i visi on of Universi t y  Extension 
Uni ve rsit y of Illinois 
Urbana, Illinois 
Visual Aids for Busine ss and E conomic Educat i on 
South-We st e rn Publish i ng Company 
C i ncinnat i ,  Ohio 
Audit ory and Visual Aids in Busine ss Educat ion 
Monograph 6 6  
Sout h-We st e rn Publishing Com pany 
Cinci nnat i ,  Ohio 
Busine ss Educat ion V i su al Aids 
1 04 We st 6 lst St reet 
Ne w York 23,  New York 
Cast le Films 
1445 Park Avenue 
Ne w York, New Y ork 
Coronet Inst ruct ional Films 
6 5  E ast Sout h Wat e r  St reet 
Ch icago 1 ,  Il li nois 
Encyclope d ia B r itannica F i lms , Inc . 
1 15 0  W i lme tte Avenue 
W i lme tt e ,  I l l ino is 
Modern T alking Picture S e rv ice 
45 Rocke fel l e r  Plaza 
New York 20 , New York 
S o c ie ty for V is ual Educat ion , Inc . 
1 345 Wes t D iver s ey Parkway 
Ch icago 14 , I l l inois 
Teach ing Aids Exchange 
Mode s t o ,  Ca l i fornia 
Mot ion P ict ure Fi lms 
5 3  
"Account ing- -The Language o f  B us ine ss . "  S ound - 16mm .  2 0  m inut e s .  B lack 
and wh it e .  Free rental from As s oc iat ion F i lms , Inc. , 347 Mad i s on 
Avenue , New York 1 7 , New York . 
"Bookkeep ing and You. 1 1 Sound- 16nnn . One ree l - - 1 1  m inut e s . Co lor or 
b lack and wh ite .  S o l d  by Coron e t  Ins t ruct ional F i lms , 6 5  East South 
Wat e r  S t reet , Ch icago 1 ,  I l l inois . For rent a l  use ,  contact your 
r e gular f i lm l ib rary. 
�Account ing and Calculat ing Machines . 1 1 Sound- 16nun . One ree l - - 1 2  m inut e s . 
S o ld by Teach ing A ids Exchange , Mode s t o ,  Cal i fo rnia. 
1 1As s ignment - -General M i l ls . 1 1  Sound- 16mm .  l.l;z r ee l s - - 15 minut e s . Free 
r ental from Gene ral M i l l s , Incorporate d ,  F i lm Library, 400 Second Avenue , 
M inneapo l is 1 ,  Minnesota . 
"Back o f  Every Promi s e . "  Sound- 16nun . 2l;z ree ls - - 30 m inut e s . Free rental 
f rom Cont inenta l  I l l inois Nat iona l Bank and Trus t Company o f  Ch icago . 
"Beh ind the Annual Report . 1 1 Sound - 16mm. l� ree ls - - 18 minute s .  Free 
r ental from Un ited States S t e e l  Corporat ion, 5 25 W i l l iam Penn P lace , 
P i t tsburgh 30 , Pennsy lvania . 
"Bookkeep ing and Account ing .  0 Sound- 16mm. One r ee l - - 1 1  minut e s . Sold 
b y  Car l F.  Mahnke Product ions , 215 East Th ird S t reet , Des Mo ine s  9,  
Iowa .  Rental $ 1 . 50 from As s oc iat ion F i lms ( YMCA) , B road at E lm ,  Ridge ­
f ie ld ,  New J e r s ey . 
1 10p erat ion 1 46 . 1 1 Sound- 16mm . 2.!2 r e e l s - - 24 m inut es . Co lor . Free rental 
from General M i l ls , Incorp o rat e d ,  F i lm Library , 400 Se cond Avenue , 
M inneapo l is 1 ,  M inne s o t a . 
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npay to the Orde r Of . "  S o und- 16mm . One re e l - - 1 0 m inut e s . Free rental 
f rom your local bank or c l ear ing hous e o r  Pub l i c Re lat ions Counc i l ,  
Ame r ican Banke r s  A s s o c iat ion , 1 2  East 36th S t re e t , New York 16 , New 
York . 
1 1What is a Corpo rat ion? t1 S o und - 16mm . One r e e l - - 1 1  minut e s . Co lor o r  
b l ack and wh i t e . S o l d  by C o rone t  Ins t ruct ional F i lms . F o r  rent al us e ,  
contact your regu lar f i lm l ibrary . 
"Banks and C r e d it . "  S ound - 16mm . 10 m inut e s . S o l d  by Corone t In s t ruc­
t io na l  F i lms , 65 East Soutn Wat e r  S t re e t , Ch icag o ,  I l l inois . For ren t a l  
u s e ,  contact your regular f i lm l ib rary . 
F i lms t r ips 
S o c ie t y  fo r V is ual E ducat ion , In c . , 1345 D iv e r s ey Parkway , Ch i cago 14 , 
I l l ino i s . 
"Tr1e Bookke ep ing Cyc le , Par t I .  11 43 frame s , 35mm . 
1 1The B ookke ep ing Cyc l e , Par t  I I . 1 1  45 frame s , 3 5mm . 
"The Bookkeep ing Cyc le , Part I I I .  11 36 frame s , 3 5mm .  
B u s ine s s  E d ucat ion F i lms , 104 We s t  6 l s t  S t re e t ,  New York 23 , New York . 
1 1Account ing Cyc le D irect Le dge r Ent ry ,  The . r t 35mm .  
"Bank Reconc i l iat ion . "  35mm .  
"Bookkee p ing and Account ing E rrors . 1 1 3 5mm .  
1 1Cont ro l le d  Account s . 1 1 3 5mm .  
"How t o  Ba lance Acc ount s . 1 1 3 5rmn .  
" Int e r e s t  ... - 6 0  Day 6 %  Me thod- -Part I .  1 1 3 5mm .  
1 1 In t e r e s t - - 6 0  Day 6 %  Method- - Part I I . 1 1  35mm .  
1 1 lnt roduc t ion t o  Account ing . "  35mm .  
nThe Journa l - - F i r s t  Le s s on . n  35mm . 
"Pe t t y  Cash S y s t ems . 1 1  35rnm. 
"Post ing - - One Journ a l , One Ledger . "  35mm .  
"Ac count ing F i lms t r ips . 1 1  35mm . S e r i e s  of 1 1  f i lms tr ip s . S o l d  by 
McGraw-Hil l Book Company , Incorporate d ,  New York , New York . 
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"Pathways t o  Prof it s . "  3 5nm1. S o ld by Nat ional Cash Re g i s t er Company , 
Dayton 9 ,  Oh io . 
"The Proper Handl ing o f  Checks . "  3 5mm .  S o l d  by Young Amer ica F i lms t 
Incorporat e d ,  18 E a s t  4 l s t  S t reet , New Y ork 1 7 ,  New York . 
1 1Re t a i l  Cred i t - -Beh ind t h e  Scene s . 1 1  3 5rnm .  S o ld by Audio -V isual 
Ext ens ion S e rvice,  C it y  Co l l e ge M i dtown Bus ines s  Cent e r ,  4 3 0  We s t  SOth 
S t r e e t , New York 19 , New York . 
"The Trade Acceptance . n  35mm . S o l d  by Young Ame r ica F i lms , Incorporated , 
1 8  Eas t 4 l s t  S t ree t ,  New York 1 7 , New York . 
Ove rh e ad Transparenc ies 
"Vu-Graph Bookkeep ing V isual A id Kit , "  cont a in s  1 2  packe t s  of 
t ransparenc ies , e igh t s ingle t ransparenc ie s ,  and an ins t r uct ion sheet 
for us ing them in the t each ing of bookkeep ing . Char les Bes e l e r  Company , 
6 0  Badger Avenue , Newark 8 ,  New Jersey . Se l l ing p r ice for the comp lete 
k it is  $ 29 . 9 5 .  
Twe lve Packe t s :  
1 .  Reco r d ing the Open ing Entry . 
2 .  Pos t ing a l l  Deb it Items in the Op en ing E n t ry . 
3 .  Pos t ing a l l  Cre d i t  Items in the Opening Entry . 
4 .  Journa l i z ing . 
5 .  Journa l iz ing Current Ent r ie s . 
6 .  Prov ing Cash and Balanc ing the Cash Account . 
7 .  Prepar ing a Tr ial Balance . 
8 .  Prepar ing a S ix-Co lumn Work S h e e t  for a S e rv ice -Type 
Bus ine s s . 
9 .  Prepar ing a Pro f it and Los s  S t a t ement . 
1 0 .  Preparing a Balance Sheet .  
1 1 .  C lo s ing the Le dge r .  
1 2 .  Prepar ing a Ten-Co l umn Work Sheet for a Merchand is ing 
Bus ines s . 
S ingle Transparenc ie s :  
l .  Sal e s  Journa l .  
2 .  Purcha s e s  Journal . 
3 .  Cash Rece i p t s  Journal . 
4 .  Cash Paymen t s  Journal . 
5 .  Comb ine d Cash Journa l .  
6 .  Account with Balance Co lumn . 
7 .  Co lumnar Gene ral Journa l .  
8 .  "Tn Fonn Accounts and Journal Ins t ruct ion Sheet . 
Pamph le ts 
noccupational Brief on Bookke epe r, "  Chronicle Guidance Publications, 
Inc. , Morav i a, New Y ork. 50  cents per copy. 
0 Accounting as a career Fie ld, " by George A. S paulding , National 
Association and Council of Business Schools, 2L;00- 16 th Street, N. W. , 
W ash ington 9 ,  D .  c .  
"Job Guide for Y oung W orde rs, 1 1  S uperintendent o f  D ocuments, U. S. 
G ov e rnment Printing Office , Wasi1 ington, D .  C. 40 ce nts. 
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"E mploy ment Outlook in Ac counting , "  Bureau of Lab or Statistics, U. S. 
De partme nt of Labor, Bulletin No. 1 048 , Superintenden t of D ocuments, 
W asn ington, D. c. 
"Y our Career in Accounting , r � Boston Univ ersity , School and Colle ge 
Re lations, 7 05 Commonwealth Av enue , Boston 1 5 , M assach use tts. 
1 1 Accounting and Bookkeeping , 1 1  National Federation o f  Business and 
Professional 'r. oman ' s Clubs, Inc. , 1819 Broadway , N e w  Y ork 2 3 ,  Ne w Y ork. 
HQperating Small Businesses, 1 1  ( Pamphlet No. 4 1 ,  Establishing and 
Ope rating a Bookkeeping Service) , Superintendent of Documents, U. S. 
G ov ernment Printing Office, Washington, D. C. 
"Facts Y ou Should Know About Borrowing and Budgeting , "  Be tter Business 
Bureau, 5 2  Chauncy Street, Boston 1 1 ,  Massach usetts. 
1 'Record Keeping for Re tail Stores, " Supe rintendent of Documents, U. S. 
G ov ernment Printing Office, Washington, D .  c. 20 ce nts. � 
nsmall Busine ss Management Se ries, " ( 16 booklets) , Supe rintendent of 
D ocuments, U. S. Gov ernme nt Printing Office, Wash ington, D. c .  
1 1 Good Checks and Bad Money , 1 1  Ae tna Life Affiliated Companies, Hartford 
1 5 ,  Connecticut. 
1 1Principles of IBM Accounting , 1 '  International Business Machine s Corp. , 
59 0 Madison Avenue , New Y ork 22,  New Y ork. 
"A  S tudy of Machine Accounting Methods for the Adv anced Accounting 
Student, 1 1  National Cash R egister Company , D ayton 9 ,  Ohio. 
" Accounting Te achers Guide, 11 South-Western Publishing Company , 5 1 01 
Madison Road, Cincinnati 2 7 ,  Ohio. $ 2 . 50.  
"D i ctionary of Bookkeeping and Accounting Terminology , "  South-Weste rn 
Publishing Company , 5101  Madison Road, Cincinnat i 27 , Ohio. 10 ce nts. 
1 1 Accounting and Its Managerial Uses, 11 Univ ersity of Illi nois, Bureau 
of Busine ss Management, Connnerce Annex , Urbana, Illinois. 25 cents. 
Char t s  
1 1 Goo d  Grooming Chart f o r  Men,.. 1 1 B �isto l -Myers Product s  Div i s ion , 
E ducat ional S erv ice Dep t .  c. , 45 Rocke fe l l e r  P laza , New York 20 , N . Y.  
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"Careers in B us ine s s , 1 1 Sout h -W e s t e rn Pub l is h ing Company , 5 101 Mad ison 
Road , C inc innat i 27 , Oh io. 
"Occup at ional P o s t e r  for Bookkeep ing, " ll:lhJ:!�nicle Guidance P ub 1 icat ions , 
Inc. , Morav ia ,  New York. 
" Income Tax Chart s ,  1 1  U. S. T reasury Department , Bureau o f  Inte rnal 
Revenue , Washington 25 , D. C. : s et of f ive chart s .  
1 1Bookkee p ing Wal l  Chart s , " George F. Cram Company , Inc. , 7 30 E a s t  
Wash ington S tr e e t , Ind ianapo l is 7 ,  Ind iana ; s e t  o f  s ev e n  cove r ing a l l  
p h as e s  o f  bookkeep ing. Cho ice o f  f ive types ranging from $ 7 3  t o  $ 1 10 
for the comp lete s e t .  
"Bookkeep ing Chart , "  based o n  the "Great T. 1 1 Cons t.ml.er D is count Company 
o f  Lewis town , North 10 Va l ley S t reet , Lewistown , Pennsylvania. 
l lDialaccount , "  D. C. Heath and Company, 285 Co lumbus Avenue , Bos t on 16 , 
Mas s achuse t t s .  
"Account ing- -A Large and Growing F ie ld o f  Emp loyment , 1 1  Sup e r intendent 
o f  Documents ,  Bureau of Labor S tat i s t ics , Was h ington 25 , D. c . 
1 1Char t s , "  No. 7 200, Denoyer - Geppert Company , 5 23 5  Ravenswood Avenue , 
Ch icago 40, I l l ino is . 50 for 7 5  cent s . 
D iagrams 
"Bookkeep ing Proce dure Diagrams , n  The Karwood Company , P .  O .  Box 19 7 ,  
M i lwauke e 1 3 ,  Wis cons in . $ 3 . 50 s ingle cop y , 30 p e r  cent d is count to 
t e ach ers and s choo l s . 
"Bookke e p ing Procedure V i s ualized , "  Nat ional B l ank Book Company , 
H o lyok e , Mas s achus e t t s .  
Cart oons 
One s e t  of t we lve 8" by 10" b ookkeep ing cartoons in b lack and wh ite is 
s o ld by the Nat ional Assoc iat ion o f  S e condary-Schoo l P r inc ipals , 1 201 
S ixteenth Street , N.  W. , Was� ington 6 ,  D. c .  S e l l ing p r ice , $ 2 . 00 .  
Puzz les 
1 1 Cr os s - word Puzzle, 1 1  F orm No. 2101, Copyrigh t 19 56 , J .  S. Pet ers on, 
31 West Me ndocino, Alt adena, Calif ornia. 
• 
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APPENDIX B 
Dear 
As part ial ful f i l lment of the requirement for a Mas t er ' s  
degree at Ea s t ern I l l i no i s  Univers ity , I am c onduct ing a s tudy and 
a s urvey of the use of V isual Aids in the ins t ruc t i on of bookkeeping 
in the high schools in I l l inoi s . I hope you wi l l  aid me in this 
s urvey by c omolet ing the enc l os ed forms and ret urning them to me 
i n  the s e l f- addressed envel opes before February 10 , 1 961 . I wi l l  
b e  very happy t o  s end you a CO?Y of the resul t s  i f  y o u  wish . 
Thank you very much for your c o operat i on and your c ourtesy in 
answering these �ues t i ons . 
S incere ly yours , 
Char les H ,  »a1ra 
Enc l osure s . 
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Que s t i ons 
1 .  I s  your school a 3 or 4 year high s choo l? 
2. How many s eme s t er s  of bookkeeo ing doe s your s chool o ffer? 
3 .  What is the �pproxima t e  enrol lment of your h i gh s choo l? 
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4. Approxima t e ly how many s tudent s are enrolled in all bus ine s s  subj ect s ?
� 
5 .  Approxima t e ly how many s tudent s  are enrolled in a l l  bookke e o ing c la s s e s ?
� 
6 ,  Does your s chool have a s eparate vi sual a i d s  c ent er or deoartment or 
do you have to s ecure the aids your s e l f? 
a .  S eparat e department s ecures aids ___ _ 
b ,  Teacher s ecures aids 
____ _ 
c .  Other ----��--------------------------------
7 .  Do you o�erate or use the a i d  or do you let the s tudent s handl e  thi s ?  
a .  Teacher operat e s  
---
b .  Student s onerate 
---
c .  Other 
�---------------�---�--------�
8 .  Were you given any formal ins t ruc t ion in the u s e  o f  vi sual aids whi le 
in coll ege ?  
Ye s 
---
No 
---
9 .  I f  the answer t o  que s t ion 8 i s  Yes ,  how much forma l t raining did you 
receive? 
a .  One s eme s t er 
---
b .  One year 
__ 
_ 
c .  Other 
_________________________________ 
__ 
1 0 .  I f  the answer t o  que st i on 8 i s  No , have you received any informa l 
training in u s ing visual aids? 
Yes Of what nature? 
No 
·---
1 1 . It has been sugge s t ed that the following are s ome of the advantages 
of us ing visual aids , Would you ind icat e in the order 1 ,  2 ,  and 3 ,  
wh ich you c ons i der the chie f  advant age s . 
�a . Pre sent s  d i f ficult mat erial better 
___ 
b.  Te s t s  s t udent unders tanding 
�
c ·  Pres ent s unfami l iar mat er ial in a more prec ise manner 
�d · At t rac t s  att ent ion and arou s e s  int ere s t  
__ e .  Review o f  mat erial c overed in c la s s  
__ f .  Adds rea l i sm t o  l earning s it uat i on 
___ g .  Supplement s i ns t ruct ion 
__ h .  Ot her __ ��----------------------� 
1 2 .  Would you a l s o  rank the following d i sadvant ages us ing 1 ,  2 ,  and 3 ,  
in order o f  the great e s t  d i sadvant age first . 
___ a .  T ime consuming 
___ b .  Lack of int erest 
�
c .  Mat erial is t oo old 
�d . Equioment is too o l d  
__ e .  Mat erial does not app ly t o  subj ect und er study 
� f . Mat erial too d i f ficult t o  ob tain at des ired t imes 
�-g · Light i ng and vent i lat ion poor for c onc ent rat ion 
�-h · Equipment t oo di fficult to schedule at desired t imes 
___ i .  Mat erial is t oo exoens ive 
3 .  Wou l d  you say that you u s e  vi sua l aids more or l e s s  than you did when you 
began t eaching? (As sume that approximat e ly the s ame aids were ava i l ab l e . ) 
a .  More 
---
b .  Le s s  
---
c .  About t he s ame� 
4 .  Have more visual aids been made avai lable t o  you by your school s inc e 
you began t eaching there? 
5 .  
Yes __ _ 
No 
---
Does your 
e quipment 
Ye s 
s choo l have a program of ren lacement and purcha s e  o f  new 
and materia l s ?  
---
Yearly ____ Every two yeara ___ Other __ 
�-----
-----�-
No __ _ 
r I I 
I Motion Filmstrip Slide r Opaque Overheadi! B ulletin Picture Proj ectorProj ecto Pro- Pro- lj Beards 
Proj ector (Film- ! (Slide s ) ,  jector jector 1,1 ! (Movies) strips) · • 
- · --·------ -+---· --,- - -- - -I l ! ' II the Equipment I : I 1 I ; le or that you '. 1 
�
 l i' 
; I i l 
h you � 
in -r--- -r- --r---1 -- - � -------. . . !I·-- - -- -· 
I I I I I 
questions , 
pl;�-s� - 1 - -- ----T·---+-- - -t--·----r- -1 -�--
---
the box under the 1. 1 I l 
e . ) I ; I ' I ---- ----- .. - ---+-----�- 1-- 4- ---l-----4----- ---
you feel they: ; J j ( i 
I I I 1 I l I I I I 
rogresses ; - -�- --- , -- - : 1 I 1 
ye�r 
_ 
vrl1ich you use as:  
·-·-- - ·  j_, _ _ ___ , ____  -j-------1-�· ' 
I ' I 
I 
f I 
I 
I 
---- ·- --- - i-- - -
1 I 
Charts Posters I B lack 
I Board 
F:teld­
trips 
D:l.agra:ms i Ga.:rT-,oorus \ 
-
---- -
·-l-- -- -- . 
-- · -
· !- - - - ----- -
(J'\ 
..... 
Que stion p : � ! -·· 
1. Please place a Check (v) under the Equipment 
which your high school has available or that you 
own. 
---- - -----
2. Please check the equipment which you use in 
the instruction of b ookkeeping . 
-
-----------·-� 
(For each of the following four questions, please 
place the letter of your ansv�r in the box under the 
equipment or material that you use . ) 
--·- · ------ --------·----- ------- ------- -----
· 
3. Do you use these aids because you feel they: 
a. Present the material better 
b .  Supplement your instruction 
c .  Fill in time 
d. Other 
������������� 
4. Do you use the aid a s :  
a. An introductory device 
b. A summarization or climax 
c. Supplementary as the unit progresses 
d. Other --�������������
5. How often do you use each of the aids (average ) 
a. Every day 
b .  Twice a vreek 
c .  Once a week 
d. Every two weeks 
e. Once a month 
f .. '!vr.i.ce a "l_ear _ _ �_�_.Q!_l�e�-- -�-- - - - ----·· ·-···--· 
6. Pleas e  rate each of the aids which you use as : 
a. Very beneficial 
b .  B eneficial 
c .  Of little value 
